V1 Verifier Portfolio Checklist
	V1 Evidence Requirement
	Comments
	
	Date

	V1 Unit Specification
	
	
	

	V1 Common evidence document
	
	
	

	V1.1
	
	
	

	a) a storyboard describing the IV system in the centre covering at least one nationally recognised qualification
	
	
	

	b) ETC Awards CAAR and/or EV Sampling Record
	
	
	

	V1.2
	
	
	

	a) a list of assessors
	
	
	

	 - a document stating the vocational experience to be an assessor against the requirements of the qualification
	
	
	

	b) assessment information and support materials
	
	
	

	 - an explanation of how assessors are supported in their use
	
	
	

	c) an induction programme to ensure assessors can operate the assessment requirements for one national qualification
	
	
	

	d) 1 record of a standardisation meeting covering at least 2 assessors over time including final assessment to show assessors are consistent and operate to a common standard
	
	
	

	e) professional discussion (1 of 2) covering standardisation arrangements
	
	
	

	f) personal development plans for at least 2 assessors in relation to the conduct of the assessment process
	
	
	

	g) any actions plans generated from f) above
	
	
	

	V1.3
	
	
	

	a) 2 observation records of at least 2 assessors conducting the assessment process with differing candidates
	
	
	

	b) 1 observation record by the EV of the V1 candidate monitoring the performance of 1 assessor (this observation may be conducted by a second qualified IV supported by a written report)
	
	
	

	c) a sampling framework applied to at least 2 assessor covering
	
	
	

	 - information and materials are available to make assessment decisions (assessment units and developed assessment materials)
	
	
	

	 - when and how assessors will be monitored (sampling plan, sampling frequency, sampling records, assessor observation records, training needs analysis record)
	
	
	

	 - how the full range of agreed assessment methods will be sampled and recorded (sampling plan. sampling record, candidate progress record sheet)
	
	
	

	 - how sampling arrangements will be varied to reflect the number and experience of different assessors (frequency of assessor sampling)
	
	
	

	 - how sampling arrangements will take account of candidate experience of the process (candidate record sheets, IV-candidate interview records, assessor-candidate feedback records, candidate appeal records)
	
	
	

	 - how the assessor-candidate relationship will be monitored (as above)
	
	
	

	 - how equality and access procedures are being followed by assessors (organisation/ETC Awards guidance on equality procedures, assessor training and induction, team/standardisation meetings)
	
	
	

	 - the accuracy, completeness and promptness of assessor record keeping (assessor training/induction sampling plans, sampling records, assessor performance records, training needs analysis record, team meetings)
	
	
	

	 - how and when assessors will be provided with timely feedback on their performance (sampling records, assessor performance records, IV-candidate interviews, training needs analysis and any resultant action plans)
	
	
	

	All of the above to supported by a CAAR and/or EV report
	
	
	

	V1.4
	
	
	

	a) a portfolio of documentation and materials presented for 1 external verification involving the signing off of candidate achievement covering
	
	
	

	 - an explanation of their involvement with external verification visits (centre file section 2)
	
	
	

	 - confirmation of the timing and nature of external verification visits (as above and personal diary entry)
	
	
	

	 - complete assessment records and supporting evidence as required by the awarding body (as V1.3 c))
	
	
	

	 - external reports indicating the outcome of the external quality assurance process and the procedures followed to address quality issues from such reports (CAAR and EV reports)
	
	
	

	 - records of internal feedback on the quality assurance process and any reviews of procedures (IQRS for FE and Training Providers, internal audits by companies as part of ISO system or equivalent, action plans based on CAAR and/or EV reports)
	
	
	

	All the above to be supported by a CAAR and/or EV reports
	
	
	

	b) a portfolio of evidence relating to the relationship with the awarding body which provides details of the internal verification strategy in relation to a particular national award (evidence of the complete IV system)
	
	
	

	V1 Knowledge 
	
	
	

	- Professional Discussion (2 of 2)
	
	
	


IV - Candidate Signature:






External Verifier Signature:
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